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WISCONSIN

UNIVERSITY OF WISCONSIN-MADISON




 (Date)
___________________________________________(Co Name)

___________________________________________(attention)

___________________________________________(address)
___________________________________________(address)
Re: Commodity: ___________________________________________

      Contract #:   ___________________________________________

      Dated:          ___________________________________________

Dear ___________________________________________ 

On ________________(AWARD DATE)  your company was awarded the above-referenced contract, which expires on _____________________(EXPIRATION DATE).  The University of Wisconsin-Madison wishes, in accordance with the terms of the original bid, to extend this contract through ____________ (EXTENSION DATE)  because of various time constraints, management of contract ending dates, or to do further commodity research

If this is acceptable and the present prices would still prevail, indicate your acceptance and acknowledgment by signing below and returning the original of this document to this office via U.S. mail (21 N. Park Street, Suite 6101, Madison, WI 53715-1218), fax (608-262-4467)or e-mail (first.last@wisc.edu) no later than _____________________(DUE DATE)  in order that this extension may be made effective.

(OPTIONAL)  In an effort to determine if a contract will be required or changed, I am requesting historical information from you on the usage of the contract.  Please provide quantity purchased, total dollars spent, and categorized by department or purchase order number.  

If you have any questions, please call ______________________(AGENT)  at (608) ________________ (PHONE).

Sincerely,

___________________________________________

Procurement Specialist (Senior)(Objective)

Purchasing Agent (Senior)(Objective)

___________________________________________

Contact for order and invoice information

Accepted by:

__________________________________________________
____________________________________

Signature



Name

__________________________________________________
____________________________________

Title



Phone

__________________________________________________
____________________________________

E-mail address


Date

PURCHASING SERVICES

University of Wisconsin-Madison   21 N Park St, Suite 6101 Madison, WI 53715 1218

608/XXX-XXXX   (Fax) 608/262-4467   www.bussvc.wisc.edu   first.last@wisc.edu 
______________________________________________________________________________________________

University of Wisconsin-Madison Purchasing Services

750 University Avenue, Madison, WI  53706-1490

608-262-1323/FAX 608-262-4467


